
Steps to close out a prior campaign and forward funds to new campaign 

1. After selecting File New Reports and picking the reporting period, you will see this screen.  Make sure
you select “Yes” to answer the second question about making this your final report. 

2. Make sure you have input all contributions and expenditures for the reporting period.  This
ensures you have an accurate figure to carry over for your next campaign.  Once you have added all of 
your contributions and expenditures then select "Manage Expenditures" from the main C-1R Menu. 

3. Now select Monetary transfers to other committees (Schedule G)

4. Select Add an expenditure
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5.  When you get to this screen, you will see a hyperlink that says “add the committee here”.  Click on that 
link. 
 

 
 
6. Complete the information on this screen identifying your new candidate committee.     
 

 
 
7.  Enter the date and the amount you are transferring to your new committee. 
 

 
 
8.  After submitting the transaction, return to the main menu and select Submit Report to Ethics 
Commission.  Verify that funds remaining line shows “.00”.  Ensure the Yes button is selected showing 
this as the final report for this campaign committee.  Click on the Submit C-1R button to send the report 
to the Ethics Commission. 
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